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PART 1 - GENERAL
PART 2 - MOVEMENT OF ENMPLOYIEES AND EFFECTS
PART 3 - CARGO
PART 4 - MOTOR POOL
The | will srrange the iransportation

of civilisn end mi}itary personnel for temporary duty travel and upon
permanent change of statlon, including their dependents and household effects.
This service imcludes obtaining hotel, air, rail and steamship reservations,
the issuance of Transportatlion Requests md furnishing travel itineraries.

In connestion with overseas travel it is also the responaibility of the [ |

25X1

| [to procure nﬁmaerytheatar elearances; Passports and the

necessary visas; cbtain air priorities where neceszary for both the traveler
and excess baggsge, if any, and arrange reservation of space. All individuals
will be triefed with respsct to necessary clothing and equipment as well as to
conditions itc be encoumtersd by ths traveler while enroute and at their
destination,

The| ' will alsc arrange for overseas
shipment of supplies and equipwent, preparing the mseessary ahipping docu~
nents and other related papers. This involves meintaining close liaison
with U.S5.Dispatch Agents, Ports at.Enhamtim end the office of the Chief

of Transportation as well as the| |for the purpoee of STATINTL
ohmniag apa.dc reservations for m%‘.?.: e gl,”’”""“‘“
Notor transportation isViovided FeR" {iR and militsry

DOWRsuE® ¢ vbr 43
perscanel iraveling on cfficial businesd #n wtlgrétmd the Distrizt of Colum-
1 pECTEARILITy
bia., This necessitates the ninmnw%gmqléé;}sgs’mpm for the
repair, storage and sssigmment of all B iR Boter fote
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The clearances and approvals mecessary in connection with the transporta-
of employees, their immediste families, and their housshold goods and personal
effects shall be assomplished by the use of the followlng listed forms:

This form is initiated by the sponsoring Branch in comnection with

overseas travel of employees; 1t is used to secure &ll the required clearances,

and is the basis on which thel bocures tramsportation for  25X1

This form is initikted by the sponsoring Branch to request domestlc

travel for an employes end is the basis on which the| | 25X1

sxecutes & travel order,

This form is initisted by the employes; a copy 1s retained by the

Transportation Clesrance Officer of the sponsoring Office to be used as a basis

for making a request upon the| | {4n the casgTATINTL
of overseas transfer) for the shipment of the employee's household goods. The .

""" "~ original snd ocne gcopy are forwarded to the | | STATINTL

Thia form 1s sxecuted b” the | |and is the authepfior|NTL

on which the employes may claim reimbursement for expeuses incurred in connec~
tien with hie transportation. |

This form is exscuted by the Chief, Persomnel Division and establishes
the fact that the transfer is to the interest of the government and econstitutes
the basic authority by the agency for the transport of the employes, his imme-
diste family, and his household goods snd effeots, The form mist be exesuted
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prior to the dete actual transportation begims and sust contain all basic

suthorisations to be granted, inesmuch as subsequent amendments cammot be made
for the purpose of additionsl authority.

‘ The Chisf, Personnel Division, shall require every new sppointae
to executs an sgreemont in writing to remain in the Gove rnnent Servies for the
required time follewing his appointment, unless separated for reasoms bwond his
control. The required ninimm time is twelve §12) months at a place &f employ-
ment within the cogitinental United States, while the overseas requirement is a
sinisun zervice of twenty-four (24) mwenths.

Thias form 1s initisted by the Transportation Clearance Officer of the

Office concerned and forwarded to the| | 8% SPATINTL

time the cargo 15 to bs moved and serves as their sutherity to proceed with the
movement of the employee's household goods or personal effects,

This forn is initiuted by the Transportatien Clesrance Officer and

forwarded to the| | at the time the cargo is to

be moved to furmish them with spscific information 8s tc the location at which
the plck-up of the household goods and personal sffects sbould be made,

There frllows deteiled instructions for the preparation, routing and
proceseing of requests for transportation of emplcyees, their immediate families
and their household geoda and persona) etfects,
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Requests for overseas movement of ;pcraom:bl ¥ill be initiated in dup~- ,
locate by the Branch concerned on Form No. 36-23, Hequest for Overseas irans-
portation, This form vill be prepared sccording to the instructions on the
reverse theroof and forwerded to the individusl offieially designated as the
Trensportation Clesrance Nfficer for the office concerned,

It should be noted thet the employee should have obtained ell the nec-
essary clearances including phyzical examination amd initi#l izmunigation;

STATINTL compléted all neceseary perscnal arrangemenis and wili be asvailable to the

| |for processing and deperture on the date indicated as

thelr "avaﬁaﬁility date® or as soon thersafter a¢ reservatlons zay be sscured
for them,

if%er obtsining the necessary clearances (Security, Assesment and
Persornel) srd arranging for & physical examinstion and immunization process—
ing, the Clearance Officer will sign in the space indicated on Form Bo. 36~
and will forward the form in duplicate to the individual officially suthorized to
approve Requests fer Overseas Transportation. Sald individual phall be the
Asgistant Director of the office copcerncd or sn individval so designated by
him. If a permanent change of ‘stetion is involved, Form No. 37-3, Fersommel
Mﬂoﬁ Request phould be initiated abl this time and thovld accompany Form Ko,
36-23 to the approving official, ‘ |

Upon approval of Porm No. 36-23, Request for Overseas Iransportation,
by the Approving Offieisl, Section & therecf will be detached and returned fer

£111ng tiopSin, Sir FoviRaThaL L0 S3maneecE AIRENNS, WA HenideRio B onsy S *ill be



STATINTL
STATINTL

w5 = ‘
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forwarded in duplicate to the | | ir 90’9‘05?-;9*%%2*“ Fer-sTATINTL

sonnel Aection Requezt will be forwarded at this time to the Personmnel Divisienm

in eccordance with the procedure cutlined in Administrative Gz'dn‘I:l STATINTL
7T the Request for Tramsportation is disap;roved, the entire form will
be returned to the requesting branch,
d. Action v the | |
ifnon receipt of Sections E amd C in duplicate of Form No. 36-23, the

| mill, where mecessery, procure and/or arrange the

issuance of passports, visas, tmmnisations, finzl overseas security approval,
£inal clearsnce by Finance and Persomnel sections, identificstion cerds, Theater

. Commspdars® sprrovel, air prioritles, travel orders, roservations and Tranapgt-%;r INTL

STATINTL

tion Requests. Upon completiem gof necessary ections the | |

will complete, detach and forward the copy of Section C of Form No. 36-23 to
the initisting officer to serve es motification of receipt of the form and of
the approximate date of departure of the traveler,

after departure of subject, the| |will aotify &8/ TNTL
| |of the dete of such departure together with the date

and the time the employes is required to report to port of embsrkation.

a. Request for domestic travel will be prepered in duplicate by the Bransh
or office corcorned on Form Ho. 34=5, Travel Requeet, approved by the proper

aprroving of™Mcisl, ond forvarded to thel puricsentl @M INTL

adsmnee of the commencement of the iravel so thai the | |will

be in possesion of the request al lesst forty eight (48} hours prior to the time
the travel iz to bezim, To amend a previously lssued travel order, it will be
required that a mew request be subui ted in the same manner as the original.

b. Paregraph 2 of Administrative Grae'r o, 41 entitled "Travel Instructions
for Civilian Employees® is rescinded eifective this date. Under the smme Admin- /;
nmtiwgw.F%%}mmMOG : CIA-RDP54-00177A0002000qm2 WWAHNTL
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STATINTL 5 g is changed to | |

¢, Yhenever a permanent change of station is involwed, Form Bo. 37-3,

25X1A6A Personnel Action Request, will be initiated by the desigmated official of the

STATINTL

STATINTL

STATINTL

o/fice conemrned end forwarded to the Personnsl Division at the same time that

the Form No. 34~5, Travel Request, is forwarded to the
(3) PREPARATION OF TRANSFER LETTER AND TRAY

a. Action by| | |

Upon recsipt of Seotions B and € im duplicate of Form No. 36-23, or

Form No. 34=5, the| luiii prepere a Iravel Order, Form -

34~4, in en original and five ocoples, tc include eppropriation, alloiment infor=-

mation and the total estimated cost including per diem, incidental experser, and

transportation charges. The original and four coples (ome of whlch shall b& &/ | N 1L

certified true copy) of the order shgllbatmitmﬁthq |

Finance Divisien, for eneumbrance end retention of necesssxy fiscel copies, STATINTL
The original snd one copy shall be returned to the| [for

appropriate disposition, the copy to bear evidence of encumbrance, Signature
of the official suthorized to approve the trevel order shall gt be placed on
the original until adviecs has been received from fiscal section (iccounts Unit)
relative to the svallability of funds. |

The original copy of the Travel Order, Form No. 34-4, shall be given te
the employee for use as & supporting paper when claim is submitted for relmburse-
ment of expenees imurreﬁ in eonnection with his travel.

¥hemzver a permanent change of official station is involved, a copy of
Section E of the Form No, 36-23 or Form Ho. 34~5 will be routed to the Chief,

Personnel Divizien with & request that s *Iransfer Letiter Authorising Permsnent

Chsnge of Station® be prepered. After this letter ir prepered, tmo coples Lherbol' -

will be furnished the| | and the | will

then preparc the trevel order, in accordance with above parsgraph.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2
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b. Action by Persomnel Division

The Chiaf, Persomnel ldvisios will prepare a "lransfer Létter tnthorize
ing Fermanent Change of station® per rample copy attached hersto. This letter
will always suthorize the transportation of the employes, his imuediate famlly,
and his household génds and personal effects, unless a ppecific request is sade
thet some of these iteme shall mot be ineclvded in the avthorization,

ine Tirsnafer Letter futhorirzing Permsnent Charye of Station®™ shall be ‘
distrituted o8 followss

Originel to employee

STATINTL Teo (2) eeples tol
STATINTL Two {2) eopies to| (Cne (1) for| | STATINTL
ome (1) sopy %o Persomnel Division files.
(4) REQUEST FOR NOVEMENT OF FANTLY AND/OR ROUSEHOLD GrODS AND JRRS
a. Action by Transportstiop Clesrance Djiicer o OLpeY CopIENASPL

Prier o releasing the Requests for Transportation or Travel, the Trense
portation Clearance Officer or other desigmated officlal of the office concerned
will, if e permanent changa of station is involved,; have the emlam exeonte
Porn No. 36=27, Request for Movement of Family and/or Household Efiects in an
original end two copies,

The Clearance afficer will earefully review the informatioz shich the
employes furnishes on Form ¥o. 36-27 1o determine that the movement of famlly snd
household pgoods and mevsenal e’facts requested by ithe ezployes is prore-ly allow-
sble in accordance with egemay polisy smd rezulation.

In many cases the movement of the employee's family end/or household
goods and eff:cts will take place several montihs after the employee himself
arrives at his new port, end in some imltsam the movement of the family and/or
household goods and effects mey depend upon unfulfilled conditionms. For emample;
the procurement of adequate housing at the employee's new port, or the approval

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2
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period, or other zimilar reascms, It is the respongibility of the Clearance

officer to 11st these conditions and follow-up dates on the back of the Forma
No. 36=27, Request for Movement of Femily amd/or Household Effects, which are

STATINTL =ent to the| | In cases where the approval for the movement

of the femily and/or household effects is made upon conditions which sust be com~
plied with at a later date, the Clearance Officer will note on the back of Form

STATINTL Ro. 36-27 that the | phould check back with the Clearence

STATINTL

STATINTL

Offiger to sscertsin that these conditions have been complied with hofazm proceeding
with m.mt of the Tamily and/or housshold goods and effects.

in view of the meny restrictions and limitations imposed b7 law in com-
nection with the movement of fanilies and hous:hold goods and effacts, the em-

ployess will be semt to the| |in order that he may be adgismd|\TL

specifically and definitely ae to what costs the governnant wil® pay and what
responsibilities the government will sssume in eonnaction with the movement of his
family and/or household goods and offects.
b. Aotion by |
| The provisions and limitations of Publioc Law 600 and Executive Order 9605

shall be the basic suthority for the movement of families and household geods and
parsonal srfects. The following limitations contatned in these basic autboritdds' N TL

should be brought to the specific dttentiom of esch empleyee by the| |

1. Trensportation of the employees, his imnediate family, and his house-

hold gocds mmd effects mat be aguthoriged im a transfer order sicnod by the head of th
the agency or bis designee, and this order m&t. specifically stas that the trans-

for is mot for the primery benefit or convenience of the employee or at his

request (Sectiom 4, EO 9805)

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2
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2. The government will pay the transportation cost of the employee's
*{gmedinte fanlly® only, "Immediate femily"® includes wife, children under 21
years of sge and dependent paremte, In-lawe are not conslidered as part of the
iumediate family (Section 1, RO 9805)

3. Transportation of the immedimte family of the employee shallbe subject
toths provisions of the Standardized Travel Regulations which relste to trans-
portation (Lection 3, 1O GE05)

4» Household goods and perconal effscts sheall met include vines, licuers,
animals or biris pot necessary in the performamce of offiecial duties, or
sutomobiles. (Soction 7, EO 9805)

5. The maximun weight allowance for the transporlatiom of household goode
and effects is 7000 pounds net weight for employees with families and 2500
pounds net weight for employees without femilies. (Section 17, FO 9805)

6, All transportation allowed in comnsction with the change of offleial
station of an smployee shall begin within two years from the effective date of
the transfer, except that the time limit of two years shsll be emclusive of
time spent in military service, end the time during which shipping restrictions
make travel and transportation impossible, (Section 5, FO 9805)

7. Temporary ctorage of suthorized weight of household effects must not
exceed 60 days., (Sectlen 20, EG 9805) ,

8, Valuation of property ss declared for shipping purposes wmust not exceed
that st which the lowest Treipht rates will apply. If sn employee desires
higher vaiuation he must ssaume cherges incurred ir ercess of the cherges at
lowest rate, (Secltion 24, KU $805) |

9, The cost to the govermment for tramsporting the employee, his mu
fenily, and his household goods and effects must mot exceed the coet by the most
economdeal route between the last officisl station :nd Bhe new officisl statiom,
except ihat ior a new appointee to sn oversess poat, his lnwediate farily and his

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2
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place of actual residence at time of appointment to plece of employment cutside

continental Tnited States inm accordanee vith the provisione of Public Law 600,
provided that such expsnse shell mot be ellowed new sppointees unless and until
the person selectsd for appointment shall sgree in writing to remein in the Govern~
ment Service for the reguired time following his appointment, gmlaaa separated for
reasons beyond his control.

10, o oversece travsfers, the actual conts o}? packing, crating, drayege,
wnpacking end unerating (not to excesd suthorized weight) will be ailewsd.
{Section 17, FO 9805)

25X1A6A

STATINTL
c. After the receipt of Form 36-27, from the Transportation Clearance oftit
STATINTL cer or cther designated officiel, it chall be the respemsibility of tho:

| | to estoblich appropriste pending files and maintain a follow-up

until the movement of the househcld goods snd/or family iz completed. For ex-
smples In the ocsse where en exployee is procesding lo hie foreign post and hes
requosied that his lumily and househeld affects be trm;mrtod’&n two months, the
“fronsporiution Caction will place Form Ro. 36-27 a8 a rentiing file and on the
specified dete will draw the file and after checking to ascertain that ths famlly
and/or bousehold effects should be moved, will secure tha following forms from

the Clearance Officer:

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2
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(1) Form No, 36~4, Request for Overseas Shipment of Cargo, in duplieate.
2} Form Ro, 3&-5, Request for Pick-up and Delivery, in triplicate,

(3) Memorsndum reguesting that arrenganents be made for the movement

of the emplovees! immodiate fanily,

STATINTL '
Upon reeeipt of the above cCocuments from the Clearance 0fficer, the

wiils

(1) In the ease of povenment of housebold goeods and effects to overmens

points, contact the appropriate pereon and srrange for the erating, plek-up and

transportation of the effects n sccordance wish actalisaves .as o a0

m
25X1ABA

{3} In connection with the movement of an emplorects imediete(family to

& point outelde the United States » eontact the perzons tc be trameported and meke

arrangements for securing passports, ifrsmmizations and medical exeminstions, and

secure the necessery transportation in accomfiance wit

25X1A6A
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PART 3 - CARGO

411 CIG shipments, including household and personal effects, to

foreign points shall be processed by the | |

{a)} PICKaUP

When househcld goods or personal efeots sre to be shipped

STATINTL

STATINTL

overssas, the Office initiating %no transfer shall forwerd to the|

Porm No. 36-4, Request for Overseas Shipment of (argo and Fora Ko. 38-5, Re-
and
quest for pPick-up and Delivery, in duplicate, plus Letter of Tmns!’ar.f?am

STATINTL

Ho. 3627, When supplies and equipment sre to be shippad, the |
shall £111 cut Form No. 56~4 and attech one ocopy of reéuiaitian of material
to be forwurded. The type of furnds chargeable (vouchered or special} shall
slways be indioated on Porm No. 384,

Where posaible, CIG warchouse fmcllities will be used to coll
STATINTL

TATINTL

peck and crate the property lor shipment. The |

[ Iwiil forward & shipping dosument together with & copy;of Porm No. 58-5

25X1 t.a| | Lporn receizt ot *he property,

25X1

25X1

igsue a notice of delivery to tha| | snd after the property has bea§TATINTL

25X1 packed end crated, | [¥IT1 feuve au ncounplished docunsnt noti-

STATINTL fring the[ | that the property detailed as to weight erd cube is

ready for shipment.

25X1C4A

Where CIG warshouss {acilities cenunot be usged, 4

25X1C4A shall be lzsued by the |

suthorizing & oommsrciul carrier to collect, pack srd crate the property. 4

STATINTL

sistement will be transmitted with the Bill of Lading ianstruoting the carrier

not to ship until notioe of ashipment is given by the Government. A request

will alsc bs sent with the Rill of Ladin;: to notify the fransportation Section

as to theARBIQHRSFiRr Balanser20A3/ 40P Rl -RPBS4BAILAQ00200030007-2
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25X1A1D

Upon receipt of the masigmment of space, the[  [ilQTATINTL

igsue ¢ notice of shipment %o "turape and Josue or the perrier giving all

necessary pertioulars ms tc the shipment. In the event the propsrty preparsd

25X1 for shipment Ly | esinot be shipped to the point of ersbarkation
25X1C4A

by C1G facilities, s CIG

STATINTL  shall be issued by me: in order tnai ths shipment frow the warshouse

i

msy be eifected through comiercial means.

25X1C4A
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Part L - MNOTOR POOL
By direction of the Pirector s motor pool is operated for
the use of CI0 personnel on offfecial business in and around Washingtom,

All calle shall be placed uith.thé dispatcher or assistant
dispatcher stating the.« name of the passenger, point of pick up and the
destination,

Trips of four blocks or lua are not authorised and ehanrfers
are not pemittcd to wait more than fifteen (15) minutesunless specifically
arranged in advance,

Officers on night duty will have one car with driver available

for emerzency calls -from 5100 P to 8130 AM, at the motor pool,

Drivers are required to be neat, clesn and courteous and any

STATINTL :
deviation from the above should be reported to the offiee of the Chief,

Records
| Dispatch Records including time of departure, mileage and time
of return will be maintained by the dispatcher and closed daily.,
in came of any accidert a report in writing will be made by the
driver involved within three {3) hours, to the Chief Dispatcher who will for-
ward the report immediately to the investigating officer Sor appropriate action
sl recommendation as t¢ responsibility for the aceident. STATINTL

STATINTL A garage and repair shop will be operated by the | |

:l and wil’."i. be responsible for the mechanical econdition and servicing of
all CIG wehicles not assigned to individuals on credit cards,

All trucks will be operated from the garage and will be dis-
patchod by the garsage supervisor on all official trips for hauling,
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